UNITED STATES BANKRUPTCY COURT
FOR THE NORTHERN DISTRICT OF OKLAHOMA

ADMINISTRATIVE PROCEDURESFOR FILING, SIGNING AND VERIFYING
PLEADINGS AND PAPERSBY ELECTRONIC MEANS
SCOPE
A. DESIGNATION OF CASES. Effective December 1, 2003, dl documents submitted for
filing in this didtrict, no matter whena case or proceeding was origindly filed, may be filed
eectronicaly usngthe Court’ selectronic filing system (“ System”). If paper documentsare
filed, the clerk shall scanand upload imagesto the System. Images entered on the System
from December 1, 2003 will be the officia court record.
B. PASSWORDS.
1. Each attorney admitted to practiceinthe Northern Didrict of Oklahomawho has
successfully completed training shal be entitled to one System password fromthe
Bankruptcy Court. The password permits the attorney to participate in the
electronic retrieva and filing of pleadings and other papersinaccordance withthe
Sysem. Regidration for a password is governed by Paragraph [l and will be
accomplished by completing and submitting Form A. (All forms are available a
www.oknb.uscourts.gov.)
2. The following filers may obtain a Limited Use Password by completing and
submitting Form B.
. Attorneys appearing Pro Hac Vice,
. Individuas authorized to prepare and file proofs of claim; and

. Individuds authorized to file reaffirmation agreements;



C.

Other parties interested in a Limited Use Password may contact the Clerk.
Ifthese Adminigrative Proceduresconflict withthe Court’ s L ocal Rules, the Adminigrative

Procedures will prevall.

1. REGISTRATION FOR THE SYSTEM.

A.

Each attorney desiring to file pleadings or other papers dectronicaly must complete and
sign an Attorney Regidtration Form, attached hereto as Form A, and atend the training
required by the Court. Attorneys who have attended training for CM/ECF in another
digtrict may contact the CM/ECF Help Line to inquire whether prior training will replace
the training required in these procedures.

All sgned origind Attorney RegigtrationForms shdl be mailed or delivered to the United
States Bankruptcy Court for the Northern Didrict of Oklahoma, Attn: CM/ECF Help
Desk, 224 SouthBoulder Avenue, Room 105, Tulsa, Oklahoma 74103. Regidration for
the Systemand for training may a so be accomplished onthe CM/ECF page of the Court’s
website.

Upon certification of requirements stated in Paragraph I1A, the Clerk will send the
regigtering attorney an Internet e-mail message to ensure that the Clerk’s Office has
correctly entered the attorney’s e-mail addressin the System. The Clerk will then either
mail password information to the attorney by firg-class mail, or the atorney may arrange
to pick up his’her password at the Clerk’s Office.

Once registered, anattorney may withdraw from participating in the System by providing
the Clerk’ s Office with notice of withdrawal. Such notice mugt be in writing, and mailed

or delivered to the United States Bankruptcy Court for the NorthernDidgtrict of Oklahoma,
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Attn: CM/ECF Help Desk, 224 South Boulder Avenue, Room 105, Tulsa, Oklahoma

74103. Uponrecept, the Clerk’ s Office will immediately cancel the attorney’ s password

and delete the atorney’ s name from any agpplicable eectronic service list.

E The attorney will be responsible for mantaining current registration information on the

System, e.g., mailing address, e-mail address, etc. as shown in training.

1. ELECTRONIC FILING AND SERVICE OF DOCUMENTS

A. FILING.

1.

Regigtered participants should file dectronicdly dl petitions, motions, pleadings,
briefs, memorandaof law, or other documents required to befiled withthe Court
in connection with acase. Ligts of creditors not filed concurrently witha petition
must be uploaded to the System or received by the Clerk’s Office on diskette
within 48 hours of thefiling of the petition.

The Clerk’ s Office dhdl not maintaina paper Court file in any case or proceeding
filed after the effective date of these procedures except as otherwise provided in
Paragraph 1V.C. The officid Court record shdl be an eectronic file maintained
on the System.

Concerning requests for emergency or expedited congderation, the movant shdl
contact the courtroom deputy by phone as soon as possible after filingthe itemfor
which expedited treatment is requested. Compliance with Loca Rule 9006 is

required.



B. SERVICE.

1.

Whenever apleading or other paper isfiled dectronicdly inaccordance withthese
procedures, the System shall generate and e-mail a“Notice of Electronic Fling”
to the filing party and any other party who has requested eectronic notice in that
case or proceeding.

. If the recipient is a registered participant in the System, the Clerk’s e-
mailing of the “Notice of Electronic Filing” shdl be the equivdent of
sarvice of the pleading or other paper by first classmail, postage prepaid,
except when service must be provided in the manner required for a
summons and complaint. (See Bankruptcy Rules 7004 and 9014.)

A party entitled to service who is not a registered participant in the System is

entitled to a paper copy of any dectronicdly filed pleading or paper. Thefiling

party must serve the non-registered party withthe pleading or paper according to
the Federa Rules of Bankruptcy Procedure.

A certificate of service on dl parties entitled to service or noticeis required when

aparty filesa document dectronicdly. The certificate must state the manner in

which service or notice was accomplished on each party so entitled. If service
wasaccomplished dectronicaly by the System, the certificate may so notewithout
including the e-mail address of the recipient. If the certificate of service is not
attached to the origind pleading when it is entered on the system, a copy of the

first page of the pleading served shdl be attached to the certificate.



4.

For purposes of Loca Rule 9013(b), a copy of the pleading together with the

“Notice of Electronic Filing” shdl congtitute a file-samped copy of the pleading.

C. SIGNATURES.

1.

Petitions, ligs, schedules and statements, amendments, pleadings, affidavits, and
other documents which must contain origind sgnatures or which require
verification under Bankruptcy Rule 1008 or an unsworn declaration as provided
in 28 U.S.C. § 1746, may befiled dectronicaly.

The attorney or other party dectronicdly filing a document shdl mantain the
origind sgned document filed in a bankruptcy casefor at least one year after the
case is closed. The System provides notice of case closng. In adversary
proceedings, the attorney or other party shadl maintain the origind signed
documents filed in the proceeding until after the proceeding is concluded and dl
time periods for gpped's have expired. Upon request, the origina document shdl
be provided to other partiesor to the Court for review. (Bankruptcy Rule 9011
aoplies)

The pleading or other document dectronicdly filed shdl indicateasignature, e.g.,
“g Jane Doe.”

The following procedure applies when a stipulation or other document requires
two or more Sgnatures:

a The filing attorney shdl initidly confirm that the content of the document

isacceptable to dl persons required to Sgn the document and shall obtain



the origind signatures of dl partiesonthe document. A document may be
sgned in counterparts.  (Bankruptcy Rule 9011 applies.)

Thefiling attorney then shdl file the document eectronicaly, indicating the
sgnatories, eg., ‘s Jane Doe,” €tc.

The filing attorney shdl maintain the origind sgned document filed in a
bankruptcy casefor at |east one year after the caseisclosed. The System
provides notice of case closng. In adversary proceedings, the filing
attorney shdl mantan the origind sgned documents filed in the
proceeding until after the proceeding is concluded and al time periodsfor
appedls have expired. Upon request, the origind signed document shdl

be provided to other parties or to the Court for review.

FEESPAYABLETO THE CLERK. Feesrequired for filing ectronicaly will be satisfied

by the filing party entering a credit card (or debit card approved for use on credit card

systems) number onthe secure payment module inthe System. Card numbers will not be

maintained by the Court inany formonthe Systemor inthe Clerk’ s Office. All fees must

be paid on the same calendar day asthetransaction requiring a fee occurs.

ORDERS. The Clerk’s Office will eectronicaly file dl orders and notices. DO NOT

SUBMIT A PROPOSED ORDER TO THE COURT ELECTRONICALLY

WITHOUT PRIOR PERMISSION.

The Court will prepare and file orders granting or denying maotions. An order may

be in the form of a text-only docket entry “order,” which shal conditute the

evidence of anorder concerning the matter. Under certain conditions, aparty may
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be requested by the Court to submit a proposed order to the Court. In al

instances, attorneys seeking entry of an order must file a Request for Entry of
Order pursuant to Local Rule 9013.

Attorneys may request that the Court include specific language in an order by e

mailing the specific language to the Court immediatdy after the Request for Entry
of Order is submitted through the System. If aspecific order isrequired, counsel

may contact the Court by phone or email and request permission to submit a
proposed order.

Thefdlowing email addresses and tel ephone numbers have been established for
contacting the Court and the eectronic submisson of specific language and

proposed orders approved for submission to the Court.

Judge Miched

Telephone: Judy Johnson 918-699-4065

E-mall: michael .orders@oknb.uscourts.gov

Judge Rasure

Telephone: Brenda Nickels 918-699-4085

E-mall: rasure.orders@oknb.uscourts.gov

Parties shdl continue the practice of preparing and submitting pre-tria orders to
the Court and may do so eectronicdly. All proposed pre-trid ordersshall be sent

to the appropriate emall address set forthin sub-paragraph (3). Submisson of the

proposed pre-trial order condtitutes a representation by the party submitting the
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proposed pre-trial order that the order hasbeenagreed to by dl counsd involved
in the adversary proceeding or contested matter for whichthe pre-tria order has
been submitted.

5. Electronicdly submitted proposed orders shall not be combined with the
goplication. The application or motion must be entered on the docket prior to

submitting a proposed order to the Courtroom. DO NOT ATTEMPT TO

FILE A PLEADING WHICH CONTAINSAN ORDER IN THE BODY

OF THE PLEADING.

6. All proposed orders must be submitted in aformat compatible with WordPerfect
10 or an earlier WordPerfect verson, which isa“Save As’ option inmost word
processing software.

7. All 9gned orders shdll befiled dectronicaly by Court personnd. Any order filed
eectronicaly without the origind signature of ajudge hasthe same force and effect
asif the judge had affixed the judge s Sgnatureto a paper copy of the order and
the order had been entered on the docket in a conventional manner.

TITLE OF ENTRIES. An atorney who eectronicdly filesapleading or other document

shdl be responsble for designating an entry title for the document by selecting one of the

event categories presented by the System.

CORRECTING DOCUMENTSFILED IN ERROR.

1 Once a document is submitted to the Court and becomes part of the case docket,

only the Clerk’ s Office can make changes to the docket entry.
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A document incorrectly filed ina case may be the result of posting the wrong PDF
file to a docket entry, sdecting the wrong document type from the menu, or
entering the wrong case. If an error is detected after an item is on the docket,

DO NOT ATTEMPT TO RE-FILE THE DOCUMENT.

Assoonas possible after anerror isdiscovered, contact the CM/ECF Help Desk
at 918-699-4072. Be sureto have the case number and document number for
which the correction is being requested. I appropriate, the Court will make an
entry indicating that the document wasfiled in error. You will be advised if you
need to re-file the document. The System will not permit you to make changesto

a document(s) or docket entry once the transaction has been accepted.

H. TECHNICAL FAILURES.

1.

A filing party whose filing is made untimely asthe result of atechnical fallure of the
System may seek gppropriate relief from the Court.

Failures of thefiler sequipment or service, suchas phone line problems, problems
withthefiler’ sInternet Service Provider (1SP), or hardware or softwareproblems,
shdl not condtitute a technicd failure of the System. Inthe event of such afalure,
aparty may seek appropriate relief from the Court. As an dternative, the Court

maintains a 24-hour drop box on Boulder and 3¢ Street.

PRIVACY. To address the privacy concerns created by Internet access to Court

documents and in accordance with amendments to the Federa Rules of Bankruptcy



Procedure, effective December 1, 2003, litigants may modify or partialy redact certain
persond dataidentifiers gppearing in pleadings or other papersfiled withthe Court. This
data and the suggested modifications include:

. Minors names. Usethe minors initias,

. Financid account numbers. Identify the name or type of account and the financid
indtitution where maintained, but use only the last four numbers of the account
number;

. Socia Security numbers: Use only the last four digits in captions and forms as
amended (may aso redact fird five digits from exhibits, etc.). [A Declaraion of
Socia Security Number, Form B21, will be completed and maintained by the
attor ney whenfilingdectronicaly. FormB21 will not be filedelectronically.];
and

. Dates of hirth: Use only the yesar.

V. MISCELLANEOUS FILING REQUIREMENTS
A. CHAPTER 12 AND 13 CONFIRMATION AND DISCHARGE ORDERS.

1 If a Chapter 13 Plan is confirmed by the Court after a hearing, the Court shdl
enter a text-only order with a standard Order Confirming Chapter 13 Plan
attached.

2. In cases where a confirmation hearing has been held and an amended plan filed,

after appropriate notice and expiration of the deadline for objections to

*Amended forms and rules may be found on the United States Courts website at www.uscourts.gov.
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confirmation, if no objections to confirmation of a Chapter 13 Plan are filed of
record and the Trustee is aware of no impediments to confirmation, the Chapter
13 Planghdl be confirmed after the filing by the Chapter 13 Trustee of a“Consent
to Confirmation.” Upon the filing of such consent by the Trustee, the Court shal
enter a text-only order with a standard Order Confirming Chapter 13 Plan
attached.
If aChapter 12 Plan is confirmed by the Court after a hearing, a text-only order
shdl be entered confirming the plan.
If after appropriate notice of the deadline for objections to confirmationas set by
the Court, no objections to confirmation of a Chapter 12 Plan are filed of record
and the Trugtee is aware of no impediments to confirmation, the Chapter 12 Plan
dhdl be confirmed upon the dectronic filing by Trustee of a “Consent to
Confirmation.” Upon thefiling of such consent by the Trustee, a text-only order
shdl be entered confirming the plan.
After completion by the Debtor of dl payments required by a confirmed Chapter
12 or Chapter 13 Fan, if the Trustee is aware of no impediments to entry of
discharge, upon the dectronic filing of aMation for Entry of Discharge or Motion
for Entry of Early Discharge by the Trustee, the Discharge for the Debtor shal be

entered by atext-only order

DOCUMENTS TO BE FILED UNDER SEAL. A motion to sed may be filed

eectronicdly; however, the actud document(s) to be filed under sed shal be filed

conventiondly. The order of the Court authorizing the filing of such document(s) under sedl
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will be entered dectronicdly by the Clerk’ s Office and a paper copy of the order shdl be
attached to the document(s) under seal and ddlivered to the Clerk’ s Office.

PRO SE FILERS. Pro sfilersshdl file fully sgned paper originds of dl petitions, ligs,
schedules, stlatements, amendments, pleadings, affidavits, and other documentswhichmust
contain origina sgnatures or which require verification or an unswvorn declaration under
any rule or statute. These documents will be scanned by the Clerk’ s Office, and shdl be

maintained in that office after scanning.

V. PROOFS OF CLAIM.

A.

B.

Regigtered participants should file proofs of clam eectronicaly.
LIMITED USE PASSWORD. Proofs of clam aso may be filed dectronicdly by a
person obtaining a limited use password from the Clerk’ s Office. Each participant must

complete and sign an Application for Limited Use/Claim Password form (Form B).

VI. PUBLIC ACCESS TO THE SYSTEM

A.

PUBLIC ACCESS AT THE COURT. Access to the dectronic docket and documents
filed onthe System dhdl be available to the public at no charge a the Clerk’ s Officeduring
regular busness hours. A feefor apaper copy of an eectronic document isrequired in
accordance with 28 U.S.C. 8 1930.

INTERNET ACCESS. Although any person can retrieve and view documents in the
System and access information from it without charge at the Clerk’s Office, éectronic
accessto the Systemfor viewing purposesis otherwise limited to subscribersto the Public

Access to Court Electronic Records (“PACER”) System and, in accordance with the
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ruling of the Judicid Conference of the United States, a user fee shall be charged for
accessing certain detailed caseinformation, suchas reviewing filed documents and docket
sheets, but exduding review of cdendars and Smilar generd information. Information on
such accessis available at www.pacer.psc.uscourts.gov.

C. CONVENTIONAL COPIES AND CERTIFIED COPIES. Conventiona copiesand
certified copies of dectronicdly filed documents may be purchased at the Clerk’s Office.

The fee for copying and certification will be in accordance with 28 U.S.C. § 1930.
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FORM A
United States Bankruptcy Court
Northern District of Oklahoma

ELECTRONIC CASE FILING SYSTEM
ATTORNEY REGISTRATION FORM

This form shdl be used to register for anaccount on the Court’ s Case Management/Electronic Case Files (CM/ECF)
system (System). Registered attorneys will have privileges to dectronicaly submit documentsto the System. Inorder
to view and retrieve dectronic docket sheetsand documents available inthe System, auser must obtain a PACER login
and password from the PACER Service Center as explained below. Please provide the following:

Firs/Middle/Last Name:

Last Four Digits of Socia Security Number:

AttorneyBar #and State:

FirmName:

FirmAddress:

V oicePhone Number:

FA X Phone Number:

Internet E-Mail Address;

By submitting this regigtration form, the undersigned agrees to abide by the following rules

1. The Sysemisfor use only in cases and proceedings in the United States Bankruptcy Court for the Northern
Didrict of Oklahoma. The System may be used to file and view dectronic documents, docket sheets, notices,
and other information.

2. Each attorney dediring to file pleadings or other papers dectronicaly must complete and sSign an Attorney
Regidration Form. An atorney’s password combined with the user’s identification (login) serves as and

conditutesthe attorney’ ssignature. Therefore, an attorney must protect and securethelogin and password after
it isissued by the Court. If there is any reason to suspect the login has been compromised inany way, it isthe
duty and responsibility of the attorney to immediatdy natify the Court. The Clerk of Court will immediatidly
delete the password from the System and issue a new password.

3. Pursuant to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011, every
pleading, motionand other paper (except creditor lists, schedules, statements or amendments thereto) shdl be
sgned by at least one attorney of record or, if the party is not represented by an attorney, al papers shal be
sgned by the party. The dectronic filing of a petition, pleading, motion, or other paper by an attorney who is



aregisered participant in the System shdl condtitute the Sgnature of thet attorney under Federd Rule of Civil
Procedure 11 and Federal Rule of Bankruptcy Procedure 9011.

Theregistered attorney isresponsible for any goplicable fees required in conjunction with filings made usng the
assigned account and shal pay those fees online usng the credit card payment module of the System. Failure
to do so may result in temporary loss of access to the System.

Thisregigtration congtitutes: (1) consent to receive natice dectronicaly and waiver of the right to receive notice
by firg class mail pursuant to Federal Rule of Civil Procedure 5(b)(2)(D) and Bankruptcy Rule 7005; (2)
consent to eectronic service and waiver of the right to service by persond service or fird class mal pursuant
to Federd Rule of Civil Procedure 5(b)(2)(D) and Bankruptcy Rule 7005, except with regard to service of a
summons and complaint. Waiver of service and notice by first class mail applies to notice of the entry of an
order or judgment. Service as required by Bankruptcy Rule 9014 shdl not be perfected by eectronic notice.

A user accesses Court informationviathe Court’ sInternet sSite or through the Public Accessto Court Electronic
Records (“PACER”) Service Center. Although dectronic filing is accomplished through the System, all
electronic public access to case file documents occursthrough PACER. A PACER loginisrequiredin addition
to the password issued by the Court. To register for PACER, a user must follow direction for registration
available on the PACER web site (www.pacer.psc.uscourts.gov).

By this registration, the undersigned agreesto abide by dl of the rules and regulaions inthe most recent General
Order, AdministrativeProceduresfor Filing, Sgning and Verifying Pleadings and Papers by Electronic
Means currently in effect and any changes or additions that may be made to such administrative proceduresin
the future.

Pleasereturn to: U.S. Bankruptcy Court for the Northern District of Oklahoma

Attn: CM/ECF Help Desk
224 South Boulder Avenue, Room 105
Tulsa, OK 74103

Date

Attorney Signature

Your login and password will be sent to you by the Clerk’s Office by regular, firg-classmail. 'Y ou may dso arrange
to pick up your login and password inperson. If you prefer to have your login/password sent to an address other than
the one listed on page one of thisform, please write the address in the space provided below:

Firm Address:




FORM B

UNITED STATES BANKRUPTCY COURT
FOR THE NORTHERN DISTRICT OF OKLAHOMA

APPLICATION FOR LIMITED USE/CLAIM PASSWORD
FOR ELECTRONIC CASE FILING SYSTEM

NAME:

LAST FOUR DIGITSOF SOCIAL SECURITY NUMBER:

ADDRESS:

PHONE #: FAX #

E-MAIL ADDRESS:

BAR ID # (if applicable): STATE OF

1.

Pro Hac Vice Application: | efirmthat | amadmitted to practiceinthe United States Courts for
the District of (applicable state), | have paid the appropriate Pro
Hac Vice fee to the U.S. Didrict Court for the Northern Didtrict of Oklahoma, and that the
information set forth above is true and correct.

Claims or Other Limited Use Application: | affirm that | am authorized to prepare and file
Proofs of Claim on behdf of , and/or am
authorized to execute and submit Reaffirmation Agreements on behalf of

| understand that use of my Limited Use password to file adocument inthe record of a bankruptcy
case or proceeding will condtitute my sgnature upon and my signing of any declarations,
verifications, proofs of dam, notices of appearance, assgnments of clams, reaffirmation
agreements, or other papers or documents filed on the System, for dl purposes authorized and
required by law, induding, without limitation, the United States Code, Federal Rules of Civil
Procedure, Federal Rules of Bankruptcy Procedure, Federa Rulesof Crimina Procedure, Rules
and Orders of this Court and any applicable non bankruptcy law.

| understand that it ismy responghility to maintain in my records al documents bearing the origind
sgnaureof any sgner onwhose behdf | file the documents usng my password, for a period of one
year after the case or proceeding in which the papers are filed has been closed.

| undergtand that it is my responghility to protect and secure the confidentidity of my password.
If | believe that my password has been compromised, it is my responsbility to notify the Court by
telephone immediately and aso in writing.



6. | undergtand that it is my responsibility to notify the Court, immediately, of any change in my
address, telephone number, fax number, or e-mail address.

7. Regigration asaFling User condtitutes: (1) waiver of theright to recaive notice by first classmal
and consent to receive notice dectronicdly; (2) waiver of the right to service by persond service
or firg class mal and consent to eectronic service, except withregard to service of asummons and
complaint. Waiver of serviceand notice by firg class mail appliesto notice of the entry of anorder
or judgment.

8. By this regidration, the undersigned agrees to abide by dl the rules and reguldions in the most
recent Genera Order, Administrative Proceduresfor Filing, Sgning and Verifying Pleadings
and Papers by Electronic Means currently in effect, and any changes or additions that may be
made to such adminigtrative proceduresin the future.

Pleasereturn to: U.S. Bankruptcy Court for the Northern Digtrict of Oklahoma
Attn.: CM/ECF Help Desk
224 South Boulder Avenue, Room 105
Tulsa, OK 74103

Applicant Signature Date

Y our login and password will be sent to you by the Clerk’ s Office by regular, fird-classmail. Y ou may
aso arrange to pick up your loginand password in person. If you prefer to have your login/password sent
to an address other than the one listed on page one of this form, please write the address in the space
provided below:

Firm Address:

APPROVED BY:

LOGIN/PASSWORD : DATE:




